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Attaching a document in SiteManager

This module will explain how to attach a document within SiteManager. Any window
can have a document attached that has the Attachment & icon located on the toolbar.

NOTE: Do NOT attach jpeg or jpg files into SiteManager. These types of files
currently cannot be viewed in SiteManager. File types that work include xIs (Excel),
doc (MS Word), pdf, bitmaps. Make sure to lock the xIs, doc and pdf documents with

a password, else users who have update rights to this window will be able to modify
the document.

¥ AASHTO SiteManager

File Edit Services ‘Window Help
Bid D= g6
L | Correspondence Log

Contract 1D: R -30003 Contract Commespondence Serial Number: |5

Cormrezpondence Type: |M i Design

[Received | Om: [12/11/07 Comrespondence ID: 1414011220

Sent From: Black Sicke Up Paving

Sent To: [Greenfield District Testing Lab
Document Category: |Superpave Mix Desig »
Document Location: |Greenfisld

Major Topics: [HMA Mix Design
401 25.0 mm Base

Related Correspondence: [3 |Other

Required Response Text: |Enter appropriate text here.

Dizpute: |E

“Click” on the Attachments button [ located on the toolbar.
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¥ AASHTO SiteManager
File Edit Serwices ‘Window Help

eeall R e = e =

= Correspondence Log New OLE

Contract I1D: R -90003 Contract C: pond Sernal Humber: 5

Comnespondence Type: |Mix Design
,m Mame Type Description Autorun

Sent f
Sent

Docu;
Docu

M ajol

Relat

Requ

Dispy

“Click” on the New OLE 3 button located on the toolbar.

Insert Object E|

Create Mew l Create Fram File l Insert Contral l

Chject Type:

Bdobe Acrobat 7.0 Docurment |_ DiSFI'EI':." Az Icon
Adobe Acrobat Document

Adobe Designer Document

Eitrap Image

Zalendar Conkrol 11.0

CamImage Class Acrobat Document
Cikriz TCA Clienk

Component2ne Flexarid .0 (DA RDC

Componentone Flexarid .0 (Light)

ComponentOne Flexarid 8.0 (OLEDE)

ComponentCne Flexiarid §.0 (UMICODE
Componentone Flexarid 5,0 (UMICODE Browse. .,

Result

Inserts a new Adobe Acrobat 7.0 Document object

inka wour docurnent,

K | Cancel

“Click” on the Create From File tab.
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Insert Dbject f3__<

Create Mew (Create From File ] Insert Control l

File Mame:
| Browse. ..
[ [
Result
Inserts the contents of the file as an object inta your
[ . . .
F docurment so that wou can activate it using the
E application that created it,

(o] 4 | Cancel

“Click” on the Browse button.

Browse @

Look in: |['jTrainingAttachments j 4= EF v

T ¢ Cert Material 913M15290,pdf
L Failed Material, pdf

E

My Recent
Dacuments
'_"TL" T PCC Mix design 0437021 22P, pdf
7’_~ PCC Mix design.pdf
Desktop

0>

=
=
=

acuments

=l

Fdy Comnputer

by Metwark: File narne: |HM.t‘-‘« Mix Design 0414011220 pdf j Open |
Places
Files of tupe: |AII Files %7 ﬂ Cancel

Locate and “click” on the appropriate file name. “Click” on the Open button.
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Insert Object

X

Create Mew  (Create From File ] Insert Control ]

File: Mame:

| C:A\SMTRMGY Training AttachmentsyHMA Mi

[ Lirk [ Display s Icon

Acrobat Document

Result

. Inserts the contents of the file as an object inko wour
F document so that you can activate it using the
E application that created it

oK | Cancel

“Click” on the OK button.

E OLE Attachment

.
Mame: |Enter name here

OLE contents:
|.f3«dobe Acrobat Document

Description:

oy would enter & zhort description of the attachement here

Attachment Security:

Group ID Description -
:
415 [trea Lab Supervizsar, Server
[AL55 |trea Lab Supervisor, Standalone
[CCCa [Central Office Contracts & Construc

Add ->

| Description Access

Add All 3>

I

|||CE [Chief Engineer

[[CHFENGR [Chief Enginesr

(= [Central Difice Contracts
[COCAS  [Cenral Dffice Contract Activation S B
< >

[ Run Automatically

Add | Cancel |

Name: “Enter”’ a name for the attachment in the Name field.

Description: “Enter” a description of the attachment in the Description field.
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X

ﬂ OLE Attachment

Mame: |Enter name here

OLE contents:
lﬁdobe Acrobat Document

Description:
ou would enter a short description of the attachement here

NOTE: Remember
to give your user
group right to the

Attachment Security:

Group ID Description | - - Description Access document‘

i i i Add > ! - : . .

[SMADMIN |S!teManager Admiristratar LA L | [2rea Engineer Jnquiry OtherWISG you Wlll

[SMBATCH |S!teManager Batch Group Add All ->> | [[Pistrict Construction Engineer  Jnguiry .

[SMHD  [SiteManager Help Desk District Construction Technician Inguiry not be able to view

|SMINQ |SiteManager Inquiry Group Uiy I

[SS [Special Sampler, Server the attaChment.

|SSS |Spec:ia| Sampler, Standalone <- Remove

[STRw g

[5amplers-Testers Reviewer

[STUP |5 amplers-Testers Update w €< Rem Al

< >

[~ Run Automatically

Add |  cancel |

“Click” the appropriate reviewer from the Group ID or Description list, located in the
right Attachment Security panel. These will be the User Groups that will have access to
view this attachment. “Click” the Add button located between the two panels in the
Attachment Security area. More than one reviewer may be added to the right panel.

Next “click” the Add button located at the bottom of the panel.

¥ AASHTO SiteManager

File Edit Services Window Help

el R FE I EHF MMpEE g R

ﬂ Correspondence Log

Contract ID: R -30003 Contract Comrespondence Serial Number: 5

Comezpondence Type: |MiH Design

Recer MHame Type Description Autorun
[ Enter name here IOLE  [ou would enter a short description of the attachement here

Sent

Docu;
Docu;

M ajol

Relat

Requ

Dizpu

Notice that the attachment is added to the Correspondence Log.

“Click” on the Save & button located on the toolbar.
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M3 AASHTO SiteManager,

File Edit Services ‘Window Help

el R e o & B R g

™ Corres pondence Log

Contract 1D: R -90003 Contract Correzpondence Serial Humber: 5

Comrespondence Type: |Mix Design
Recei

Mame Type Description Autorun
[ Enter name here [OLE  [¥ou waul de it of the attachement here

Sent

Docu;
Docui

M ajol

Relal

Requ

Dizpu

“Click” the Attachments [ button located on the toolbar to close the attachments
window.

¥ AASHTO SiteManager

File Edit Services Window Help

BEREE DEE 0 -

™1 Correspondence Log

Contract ID: R -90003 Contract C pondence Serial Number: |5

Comrezpondence Type: |Mix Diesign

|[Received v | On: [12/11/07 Comrespondence 1D: 541401122D

Sent From: Ellac:k Side Up Paving

Sent To: [Greenfield District Testing Lab
Document Category: | Superpave Mix Design =
Document Location: |Greenfield

Major Topics: [HMZ Mix Design
401 25.0 mm Base

Related Comespondence: |3 |Dther

Required Responze Text |Enter appropriate text here.

Dizpute: E

“Click” on the Close & button located on the toolbar to exit the Correspondence Log
window.
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Viewing Attachments

This module will explain how to view attached documents. Any window within
SiteManager can have a document attached to it that has the Attachments [# button
located on the toolbar. This module will use the Correspondence Log location to view
an attachment.

¥ AASHTO SiteManager

File Edit Services Window Help

BEREE DEE 0 -

= Correspondence Log
Contract ID: |R -30003 Contract Correspondence Serial Humber: 5

Cormezpondence Type: |Mix Design

|Received v | On: 1241107 Comespondence 1D: 541 4011220

Sent From: Ellack Side Up Paving

Sent To: [Greenfield District Testing Lab
Document Category: |Superpave Mix Design »
Document Location: |Greenfield

Major Topics: HM& Mix Design
4071 25.0 mm Base

Related Correspondence: |3 |Other

Required Response Text: |Enter appropriate test here.

Dizpute: |§

“Click” on the Attachments [ button located on the toolbar.

¥ AASHTO SiteManager
File Edit Services Window Help

el I FE I HF MMHAeEE g R

= Correspondence Log

Contract ID: R 50003 ~ Contract C pondence Serial Number: [§
Comespondence Type: |Mi:-: Design

Frecei Mame Type Description Autorun
[ Enter name here JOLE  [You would enter a short description of the attachement here A
Sent

Docu

Docu

M ajo

Relat

Requi

Dispu

“Click” on the appropriate Name.

“Click” on the Run Attachment # button located on the toolbar.

A-2-11-1 Page 7 of 9



2 Adobe Acrobat Professional - [Acrobat Document in u_te_ole] g@@

7: File Edit Wiew Document Comments Tools Advanced  Window  Help - 8 x
&A= 6 &)' ';h #9 : T createror - :“j(:omment&r-narkup * ! Send for Review + ()~ g - 55 -
& | Iw setect il P @ - [ | (3 [fd]| @ [ee% |- @ 0311 wr | @tie-

4
£ ~
g
E INDIANA DEPARTMENT OF TRANSFORTATION
H MATERIALS AND TESTS DIVISION
& HMA DME/JME per 401/402
= HMA PRODUCER :  Black Side Up Paving CONTRACT | ROAD | D |401/402 | DMTE Approval DATE
% PLANT LOCATION US24 EUSIH R -90947 SRE7 | 4 401 |D. M. Testoor 031604
= CERTIFIED PLANT NUMBER.: 9012
[ APPROVED DESIGN LAB - 4345
ar MATERIALS (Aggregate Size/SouwrceLedge o)

& #5 CA, Class D, SF Round Rock Inc. Woodburn
sl [POU sample id: RO449134876875)
=3 #8 dol Round Rock Inc. Woodburm  1-3 12%
o {FOU sample id: RO44013487677)
E #11 dol Round Rock Inc. Woodburn L384 20%
(FOU sample id: RO44013487878)
7 #24 NS Sand  Round Rock Inc. Woodburn 15%
o (FOU sample id: RO44813487678)
3= PG BINDER (Grade/Source)
E PG 58-28 In A Bind Asphalt, Inc.
g OTHEFR. ADDITIVES (Type/Source Bate)
=4 none
DMF namber (401 only) 0414011220 BAP in muxture, % 15.0
DMF wamber (402 only) BAF bmder, extacted, % 2.6 w
CHE [ o1 ] (3]
R

The attachment opens. After viewing the document, close the document.

NOTE: Either exit the document by using the File option on the menu bar, or be
CAREFUL if selecting the X" in the upper right corner to select the correct one.

M9 AASHTO SiteManager

File Edit Services ‘Window Help
BERINE DS TAE FMREES g #
orrespondence Log

Contract 1D: R -90003 Contract Correspondence Senal Humber: 5

Comespondence Type: |Mi:-: Diesign

Recer MName Type Description Autorun
Enter name here IOLE  [ou wauld ent ho tiot of the attachement here

Sent

Sent
Docu;
Docu;

M ajol

Relal

Requ

Dispy

“Click” on the Attachments [ button to close the Attachments window.
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¥ AASHTO SiteManager

File Edit Services Window Help
Bl? DEe=a-
= Correspondence Log
Contract ID: R 90003  Contract Comrespond Serial Number: 5~

Cormrespondence Type: |Mix Design

Fecene On: [12/11/07 | Comespondence ID: 0414011220
Sent From: Black Side Up Paving

Sent To: (Greenfisld District Testing Lab

Document Category: lm

Document Location: W

Major Topics: HMA Mix Design
401 25.0 mm Base

Related Correspondence: |3 |Dther

Required Response Text: |Enter appropriate text here,

Dizpute: |5

“Click” on the Close & button located on the toolbar to exit the Correspondence Log
window.



